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Dear County Officials and Taxpayers,

The Dutchess County Comptroller’s Office has conducted an audit of  petty cash funds throughout County Departments, 
verifying cash counts on hand and the processes by which the funds are used and safeguarded. The petty cash count totaled 
$20,883 across nineteen departments with 113 uses in the amount of  $7,234.

The need for petty cash has decreased over the years as the use of  purchasing cards has eliminated much of  the need.  Our audit 
found that only a handful of  Departments utilized petty cash on a regular basis.  Many Departments did not use their funds at 
all or only a few times during the reviewed period.  We have recommended that some Departments decrease their fund balance 
to reflect the current lowered usage with a goal of  eliminating petty cash where feasible.

Our review noted many authorizing resolutions for the petty cash accounts were outdated and did not accurately reflect current 
balances. We recommend a new resolution be submitted by the Finance Department to the Legislature updating all current 
balances and locations.

We also noted inconsistent policies and procedures throughout County Departments. We recommend a County-wide policy be 
adopted and followed by all Departments.

This report describes each Department’s individual findings, observations, and recommendations identifying opportunities for 
strengthening internal controls.

We thank each of  the Department’s custodians and supervisors that assisted in our cash validation and information gathering.

Respectfully submitted,

Robin L. Lois
Dutchess County Comptroller
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I. Comptroller’s Summary

Background
Petty Cash refers to an accessible store of cash kept by individual departments to be used as an expenditure 
on small items. An audit was recently conducted to verify the balances of each Department’s petty cash 
accounts, the use of funds, and other instances of petty cash activity. These accounts are located at nineteen 
departments throughout the County. Each petty cash account is established by Legislative resolution with 
funds requested from the Department of Finance. Amounts may be less than the authorized amount. Based 
on the Department’s individual need, monies may be utilized in the form of cash, a checking account, or a 
combination of cash and checking account. Petty cash was last audited by the Dutchess County Comptroller’s 
Office in October of 2011.

Objective
The objective of our audit was to determine if:

• Petty cash on hand equaled the amounts recorded in the financial system and the authorizing resolution;
• Internal controls are in place to safeguard cash.

Audit Scope and Methodology
• The cash verification audit was conducted from May 6, 2022, through May 25, 2022, at which time the total 

of petty cash funds allocated was $21,245.00.
• Each Department’s fund was reviewed and verified by performing a cash count, reviewing the checking 

account activity where appropriate, and reconciling the total funds to all accounting records. 
• The petty cash activity was reviewed by sampling general ledger accounting entries and comparing them to 

original supporting documentation submitted for reimbursement through the LOGOS financial management 
system. 

• Additionally, internal controls regarding handling and security of petty cash funds were reviewed.

Criteria
Criteria represent the regulations, standards, or measures against which performance is compared or 
evaluated. Criteria for this audit:

• Dutchess County Administrative Code
• Legislative Resolutions authorizing petty cash
• Departmental Petty Cash Policy & Procedures

Review Summary 
The total amount of petty cash funds dispersed throughout the County is $21,245.00, per Finance records. Our 
audit verified $20,882.59 of these funds, per site visits, a difference of $362.41. Petty cash was used a total of 
113 times across all County Departments from January 1, 2021 through March 31, 2022, totaling $7,234.38.  
The following schedule displays a summary of the total amount of petty cash each Department is authorized to 
have by resolution, the amount they had on hand per the Comptroller’s audit, as well as the amount of uses of 
petty cash and value of those uses. Detailed findings and recommendations by Department start on page 5 of 
this report.
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Petty Cash Evaluation
January 1, 2021 through March 31, 2022

Total Fund

Department Per Finance Per 
Resolution Per Audit Number 

of Uses Total 

Office for the Aging  $50.00  $50.00  $50.00 11  $236.13 

County Attorney  100.00  100.00  202.07 1  48.00 

County Clerk  6,590.00  6,590.00  6,590.00 3  7.80 

District Attorney  5,500.00  5,500.00  5,500.00 34  704.94 

Stop DWI  150.00  150.00  150.00 0  -   

Emergency Response  100.00  100.00  100.00 0  -   

Finance  555.00  1,000.00  555.19 0  -   

Dept. of Behavioral 
and Community 
Health

 500.00  500.00  514.00 10  530.21 

DBCH (Mental Health)  250.00  400.00  255.25 0  -   

OCIS  100.00  100.00  100.00 1  7.50 

DPW - Public Works  475.00  1,200.00  200.00 5  113.09 

DPW - Parking  50.00  125.00  -   0  -   

DPW - Parks  325.00  325.00  327.01 10  142.95 

Probation  250.00  300.00  200.00 1  6.49 

Real Property Tax  50.00  50.00  50.00 0  -   

Dept. of Community 
and Family Services  5,000.00  5,000.00  4,961.69 23  4,485.53 

Airport  200.00  1,500.00  200.00 0

Public Transit  500.00  500.00  500.00 2  32.00 

Public Defender  500.00  500.00  427.38 12  919.74 

TOTALS  $21,245.00  $23,990.00  $20,882.59 113  $7,234.38 
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General Findings
• Numerous petty cash funds were lowered since their original resolution date, some of which date back to the 

1970s.
• The Department’s petty cash funds did not match Finance’s records in nine of the nineteen County petty cash 

funds.
• Not all Departments consistently used the Dutchess County petty cash voucher.
• Not all accounts were reconciled and balanced on a regular basis by departments.
• Not all accounts had supervisory oversight of reconciliation.
• More than half of the petty cash accounts are used less than five times annually. The amount needed by 

Departments has reduced drastically due to the use of Purchasing Cards.
• Policy & Procedures are not consistent among departments.

General Recommendations
• Create and submit a County-wide resolution to update all petty cash accounts. This one resolution will 

encompass all Departments and include the amount of petty cash, the custodian, and location of the fund. 
It is recommended that resolutions be updated whenever there is a change to the amount, custodian, or 
location.

• Departments, with assistance from Finance, should reconcile their petty cash and determine why there is a 
discrepancy between the actual amount of petty cash on hand and the amount Finance has on their ledger.

• The County’s petty cash vouchers should be used consistently per County financial process.
• Regular and periodic reconciliation of accounts should be conducted by the Department’s custodian of petty 

cash.
• Reconciliations should be signed off and approved by Department Heads.
• Some petty cash account balances can be reduced and or eliminated. 
• The County should adopt a Petty Cash Policy to be used across all departments and post it on the Policy & 

Procedure Intranet page.

II. Detailed Findings, Observations, and Recommendations

OFFICE FOR THE AGING
The Office for the Aging is authorized a petty cash fund of $50.00 by Resolution No. 343-1988 dated July 11, 
1988. From January 1, 2021, through March 31, 2022, they used their petty cash eleven times with a total 
monetary amount of $236.13. On May 12, 2022, we did a physical count of the petty cash fund and there 
are no findings to report.
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COUNTY ATTORNEY
The County Attorney maintains a checking account for petty cash. This account was reviewed on May 12, 
2022 and had a balance of $187.07. The authorized petty cash amount for the County Attorney is $100.00 by 
Resolution No. 414-1976 dated July 14, 1976. The County Attorney’s office used their petty cash one time for 
a total of $48.00 during the period reviewed.
Findings
• The Department’s TD Bank account was over the authorized amount by $87.07, with no outstanding 

checks written in the last 6 months.
• The County Attorney opened an unauthorized Hudson Valley Credit Union account. The account had 2 

sub accounts, a checking account with a $14.00 balance and a savings account with a $1.00 balance.
• There is limited supervisory oversight as the custodian maintains all of the checking accounts, prepares 

checks, prepares petty cash replenishments, and deposits the replenishment checks in the bank.
Recommendations
• The $87.07 overage from the departments TD account should be returned to the Department of Finance.
• The HV Credit Union account was opened unnecessarily and without authorization. This account should 

be closed immediately with all funds turned over to the Department of Finance.
• Procedures should be developed to create separation of duties in the petty cash process including 

supervisory oversight.

COUNTY CLERK
The petty cash fund for the County Clerk was reviewed and the total of funds for all locations is $6,590.00. 
The Clerk’s Office maintains $2,850.00 and the Department of Motor Vehicles maintains $3,740.00 among its 
five offices. Of the total funds, $6,390.00 is used as change funds for daily cash transactions. The balance of 
$200.00 is used as a fund for reimbursement of small purchases such as postage and urgent supply needs.  
The County Clerk has been authorized this funding by Resolution No. 45-1990, dated February 13, 1990.  
During the period reviewed, their petty cash was used 3 times with a total usage amount of $7.80. The petty 
cash fund was counted and found to be in balance. There are no findings to report.

DISTRICT ATTORNEY’S OFFICE
The petty cash fund for the District Attorney’s Office was reviewed on May 18, 2022. The funds authorized 
for the District Attorney’s Office is $5,500.00, authorized by Resolution No. 2011-1273 dated November 
23, 2011. The Department has allocated the funds in the amount of $5,000.00 in a checking account for 
investigative purposes and the balance of $500.00 is maintained as a cash fund for small purchases.  During 
the period reviewed, their petty cash was used 34 times with a total usage amount of $704.94. We are 
not recommending a reduction in the amount of petty cash held by the District Attorney’s Office due to the 
potential cost of relocating a witness. There are no findings to report.

STOP DWI
The petty cash fund for Stop DWI was reviewed on May 26, 2022, with $150.00 in cash.  The fund is 
generally used for community events. The petty cash fund is authorized by Resolution No. 86-1987, dated 
February 26, 1987. 
Observation
During the period reviewed, the Department had not used their petty cash account. It was noted this was 
largely due to the COVID-19 pandemic and the limited amount of community events.
Recommendation
Continue to monitor the use of the Department’s petty cash fund. If not used in the subsequent year, reduce 
the amount to $75.00 in order to eventually phase this petty cash out if the inactivity continues.
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EMERGENCY RESPONSE
The Office for Emergency Response is authorized a petty cash fund of $100.00 by Resolution No. 78-1998 
dated March 16, 1998. The petty cash fund for Emergency Response was counted on May 10, 2022 and found 
to be in balance. From January 1, 2021, through March 31, 2022, the Department did not use their petty cash.
Observation
The fund was not used during the time period reviewed.
Recommendation
Due to the low usage rate of the Department’s petty cash, it is recommended that it be monitored by the 
Department and possibly phased out over the next year.

FINANCE
The petty cash fund for the Department of Finance was reviewed on May 13, 2022, and is authorized at 
$1,000.00 per Resolution No. 20-5345 dated December 15, 2005, with $555.00 being issued, per Finance 
records. 
Findings
All but the change fund for Tax Collection was in balance. The change fund had $.19 more than the amount of 
$125.00 indicated as issued. The overage was indicated as change left from multiple tax payments.
Recommendation
The $.19 should be deposited and recorded as unidentified funds.

DEPARTMENT OF BEHAVIORAL & COMMUNITY HEALTH (DBCH)
DBCH (formerly Health Department) is authorized to have $500.00 in petty cash with the funds being 
distributed between the Budget & Finance Office ($260.00), and five continuing treatment centers ($240.00 
total). The $500.00 in petty cash is authorized by Resolution No. 204052 dated March 19, 2004. Our review of 
the Department’s petty cash took place on May 19, 2022. They have used their petty cash a total of 10 times 
for $530.21.
Findings
A review of their petty cash indicated a total of $514.00, which is an overage of their authorized amount by 
$14.00.
Recommendation
The $14.00 overage from the Department’s petty cash account should be returned to the Department of 
Finance to bring their account into balance.

OFFICE OF COMPUTER INFORMATION SYSTEMS (OCIS)
The Office of Computer Information Systems (OCIS) is authorized a petty cash fund of $100.00 by Resolution 
No. 170-1983 dated April 11, 1983. The petty cash fund for OCIS was counted on May 9, 2022, and found to 
be in balance. From January 1, 2021, through March 31, 2022, they used their petty cash 1 time with a total 
monetary amount of $7.50.  
Observation
The fund was used only once during the time period reviewed for an amount of $7.50.
Recommendation
Due to the low usage rate of the Department’s petty cash, it is recommended that the Department reduce their 
total petty cash amount to $50.00 and return $50.00 to Finance, aiming to completely phase out the use of 
petty cash within OCIS.
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DEPARTMENT OF PUBLIC WORKS (DPW)
The Department of Public Works is authorized to have 3 separate petty cash funds: (1) Public Works, (2) 
Parking, and (3) Parks. Finance records note that Public Works has a balance of $475.00, Parking has $50.00, 
and Parks has $325.00. For a total of $850.00. We were unable to verify these amounts in our review. Our 
audit has found that Public Works has $200.00, Parking does not have any petty cash, and Parks has a total 
of $325.00. Throughout the period reviewed, Public Works used their petty cash 5 times for a total of $113.09, 
Parking did not use any petty cash, and Parks had 10 uses for a total of $142.95.
Findings
• DPW Parking petty cash fund had zero dollars.
• Public Works petty cash was short by $275.00. Our cash count total was $200.00 vs Finance records noted 

the amount should be $475.00.
• Parks petty cash balance was over by $2.01. Our cash count total was $327.01 in their petty cash fund, 

their authorized amount is $325.00.
• Resolutions dated 1971 do not match current petty cash amounts.
Recommendations
• The Finance Department and Parking should research if these funds were relocated throughout DPW or 

turned in at some point and record the appropriate adjustments.
• The Finance Department and Public Works should determine why the discrepancy between the actual 

amount of cash Public Works has and the amount Finance has on their ledger and record the appropriate 
adjustments.

• Parks should reduce their next petty cash voucher by $2.01 or send Finance $2.01 in cash to bring their 
account to an authorized balance.

• All DPW resolutions need to be reviewed and updated. Potentially turning all funds in and reestablishing 
new petty cash accounts that are properly accounted for.

PROBATION
The petty cash fund for the Department of Probation is authorized at $300.00, per Resolution No. 332-1997, 
dated October 28, 1997. Petty cash ledgers held by the Finance Department indicate that Probation has 
$250.00 in petty cash. The Department’s petty cash was used one time over the period reviewed, for a total 
amount of $6.49. The Comptroller’s Office reviewed the Departments funds on May 11, 2022.
Findings
• Probation’s petty cash lockbox balance is $50.00 less than Finance ledger and $100.00 less than the 

authorizing resolution.
• The fund was used only once during the period reviewed for an amount of $6.49.
Recommendations
• The Finance Department and Probation should determine why there is a discrepancy between the actual 

amount of cash Probation has and the amount Finance has on their ledger vs the resolution. Adjustments 
should be made as necessary.

• Due to the usage rate of the Department’s petty cash, it is recommended that they return $100.00 to 
Finance, bringing their fund down to $100.00, aiming to completely phase out the use of petty cash.

Revised Finding
On July 6, 2022, it was confirmed by the Comptroller’s Office that the Office of Probation keeps $50.00 in a 
separate restitution petty cash drawer, as noted in their July 5, 2022 letter (page 12).
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REAL PROPERTY TAX
Real Property Tax is authorized a petty cash fund of $50.00 by Resolution No. 86-1985 dated March 8, 1985. 
The petty cash fund for Real Property Tax was counted and found to be in balance on May 13, 2022. From 
January 1, 2021, through March 31, 2022, there was no petty cash activity, the fund was noted to be used as a 
change fund. There are no findings to report.

DEPARTMENT OF COMMUNITY & FAMILY SERVICES (FORMERLY SOCIAL SERVICES)
The Department of Community & Family Services is authorized a petty cash fund of $5,000.00 by Resolution 
No. 441990 dated February 13, 1990. From January 1, 2021, through March 31, 2022, petty cash was used 
23 times for a total monetary amount of $4,485.53. The totals indicate the fund is not in balance, however, the 
amount cannot be verified as the Department is not tracking outstanding checks.  
Findings
• Cash balance could not be determined and therefore verified
• There are no monthly reconciliations of the petty cash account to the checking account.
• The Dutchess County Petty Cash Voucher is not being used. 
Recommendations
• Account activity should be recorded by the custodian, including all outstanding checks. 
• Reconciliations should be done monthly; this will create an outstanding check list. The Department should 

reconcile the last 12 months to verify all outstanding checks and void any check over one year old. 
• The Dutchess County Petty Cash Voucher for authorization and reimbursement of petty cash should be 

used.

AIRPORT
The Airport is authorized a petty cash fund of $1,500.00 by Resolution No. 211-1988 dated April 11, 1988, 
however, they have returned cash throughout to years to bring their current petty cash fund to $200.00. The 
petty cash fund for the Airport was counted and found to be in balance on May 23, 2022. From January 1, 
2021, through March 31, 2022, there was no activity. 
Observation
The fund was not used over the time period reviewed.
Recommendation
Due to the low usage rate of the Department’s petty cash, it is recommended that they reduce their fund 
balance to $100.00 and return $100.00 to Finance, aiming to completely phase out the use of petty cash.
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PUBLIC DEFENDER
The petty cash fund for the Public Defender was reviewed on May 13, 2022. Public Defender petty cash funds 
have been authorized by Resolution No. 2016266 dated November 16, 2016. They are authorized to have 
$500.00 in petty cash.  During the period reviewed, petty cash was used 12 times with a total usage amount 
of $919.74. The Public Defender maintains their petty cash in a checking account. At the time of review their 
bank statement had a balance of $427.38. After removing all checks prior to 2020, the department had an 
outstanding check balance of $521.22, giving this account a negative book balance of $93.84.
Findings
• There is no process for handling outdated checks. The fund had outstanding checks that dated back to 

2017
• The account has a negative book balance as of April 30, 2022. The bank balance of $427.38 was not 

enough to support the outstanding check total of $521.22. 
• The department does not request reimbursement for payment when a check is written.  They wait until the 

check is cashed to request reimbursement.
Recommendations
• Remove all outstanding checks through December 31, 2020 and create a process for voiding stale checks.
• The Department should request a check for $593.84 from the Finance Department to bring the account into 

balance. ($500.00 + $93.84)
• Requests for reimbursement should be made when a check is issued from the petty cash account.

PUBLIC TRANSIT
The Department of Public Transit is authorized a petty cash fund of $500.00 by Resolution No. 201018 dated 
February 2, 2001. The petty cash fund for Public Transit was counted, on May 12, 2022 and found to be in 
balance. From January 1, 2021, through March 31, 2022, petty cash was used 2 times with a total monetary 
amount of $32.00.   
Findings
• The fund was used infrequently with relatively low monetary amounts.
• The Dutchess County Petty Cash Voucher is not being used by Public Transit. 
Recommendations
• Due to the low usage rate of the department’s petty cash, it is recommended that they return $300.00 to 

Finance, bringing their fund down to $200.00.
• The Dutchess County Petty Cash Voucher for authorization and reimbursement of petty cash should be 

used.
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III. Department Responses
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III. Department Responses
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III. Department Responses

A. OCIS

B. County Attorney
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III. Department Responses

C. DCFS



Office Of the Dutchess cOunty cOmptrOller
Robin L. Lois, ComptRoLLeR

22 MARKET STREET, 4TH FLOOR

POUGHKEEPSIE, NEW YORK 12601

WWW.DUTCHESSNY.GOV/COMPTROLLER

COMPTROLLER@DUTCHESSNY.GOV

(845) 486-2050
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